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Complete the sentences. Write one word in each space.

1	Unfortunately we cannot pay an annual 	b______ this year.
2	I need to u______ my CV before I apply for 	the job.
3	We have fifteen candidates on the s______ for 	interviews.
4	My company gives six months of maternity 	l______ if you have a baby.
5	We get s______ childcare, which is very 	useful.
6	You need to fill in an application f______ .
7	Most big companies have a pension s______ 	for their employees.
8	There is a vacancy for the p______ of Director 	of Marketing.
9	Flexible h______ are good for me, because I 	have to take the children to school before I 	start work.
10	He saw a job a______ in the newspaper.
	

Language at work

Order the words to make sentences or questions in the present perfect or past simple. (2 points each)

11	applied / for / have / job / the / yet / you / ? 
	__________________________________
12	already / company / CV / have / I / my / sent / the / to
	__________________________________
13	any / did / get / holiday / last / not / paid / they / year
	__________________________________
14	been / France / has / month / she / this / to / ?
	__________________________________
15	did / job / last / leave / when / you / your / ? 











Complete the emails with phrases from the list. There are TWO phrases that you will not need.

deal with it     I haven’t     running out     has he 
where are we     I talked     leave it to     what about         did he     have you done     short of time     I didn’t

Hi Yumiko
16 ______________________ with the new photocopier? The
training course is starting next week, so time’s
17_______________. 18______________anything
about it?
Don

Don
I’m sorry, I’ve been 19_______________ this week. 
Can you 20______________________________?
Yumiko

Dear Yumiko
Yes, 21______________ me. And 22_____________ the problem with the cleaners? 23____________ to Ed Norris at Clean You Up yesterday. 24__________ called back?
Don

Don
No, 25______________ heard from him yet.
Y
			
      Result ______ / 30 marks

Speaking test

Role cards

Copy this page and cut out the role cards for the students. Then use the Speaking test results forms to evaluate each student’s performance. You can then cut out the results and give them to the students.


Student A

You are working on a proposal for new company benefits. Have a meeting to discuss your progress on the following tasks.
Your tasks:

Research what other companies in the industry do – did last week 
Send questionnaire to staff members – sent two days ago 
Write a report on your findings, deadline next week – not done (need results of questionnaires)

Student B’s tasks:
Interview heads of department 
Talk to HR about all current benefits
Write report, deadline next week
· Ask Student B about his / her progress
· Describe your own progress
· Say if something is urgent
· Decide who will do what now
· Summarize your discussion
Student B

You are working on a proposal for new company benefits. Have a meeting to discuss your progress on the following tasks.
Your tasks:

Interview heads of department – not finished yet 
Talk to HR about all current benefits – did yesterday Write report, deadline next week – not done (need information from interviews)

Student A’s tasks:
Research what other companies in the industry do
Send questionnaire to staff members
Write a report on the findings, deadline next week
· Ask Student A about his / her progress
· Describe your own progress
· Say if something if urgent
· Decide who will do what now
· Summarize your discussion


Speaking test results

Use these forms to evaluate the students.

Student A						 Student B

	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)
	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)

	ask about progress?
	
	
	
	ask about progress?
	
	
	

	describe his / her progress?
	
	
	
	describe his / her progress?
	
	
	

	explain the urgency of a task?
	
	
	
	explain the urgency of a task?
	
	
	

	decide who will do what?
	
	
	
	decide who will do what?
	
	
	

	summarize what has been agreed?
	
	
	
	summarize what has been agreed?
	
	
	

	
                                               Result ______ / 10 marks
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